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Submitting a Request Via the Service Portal

1. Navigate to https://gviservices.servicenowservices.com.

How can we help?

How can we help? (o

vledge Base o Get Help
Browse the catalog for services and items you need Browse and search for articles, rate or submit Contact support to make a request, or report a
feedback problem

2. Select Request Something

Request Something Knowledge Base o Get Help

Browse the catalog for services and items you need Browse and search for articles, rate or submit Contact support to make arequest, or report a

feedback problem

3. Select the General category.

Categories

Can We Help You?

General
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https://gviservices.servicenowservices.com/

Ouantum Technology Group

MissionlReaction|Results

4. Select the request you need to submit.

General

GVI-One specific catalog items
Account Creation Request Email Password Reset
Account Creation Request Regquest a reset of an email password
View Details View Details

5. Fill out the Request form:

Account Creation Request

Account Creation Request

All account creation request submissions need to be submitted 2 business days prior to the new employee’s start date.

* Name

John Doe

* Employes Type

Government Employ=a

* Employee ID

123458

* |T Manager

€ ek Bough *

Title

HR Manager

* Department/fgency

ﬂ‘ Buresu of Informetion Techrology x
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6. Select Order Now

| " Add to Cart |

7. Review the Order Confirmation popup, adding any delivery information or
special instructions information if applicable.

Order Confirmation

Request for €

|sabel Ronza

[ Delivery Information (Optional)

H Special instructions (Optional)

8. You will then be directed to the Request Summary Page, confirming your request
has been submitted.
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Home » ReguestSummsry

Search

Thankyou!
Your request haz been submitted.

Submitted : 2022-05-17 13:44:13
Request Number : REQI010006
Estimated Delivery: -

Delivery Price
Item Date Stage (zach) Quantity Total
Acoount Creation = » Request — - -
Request Approved

Note: This request is auto approved because no approval is required for this
request.

9. To navigate back to your request, go to Requests

10. From this point, you may switch between the view of open and closed request,
as well as search for a request by name.

My Requests

View

Closed requests

|
I

]

Open reguests

e

11. Once your request is fulfilled, it will be listed in the closed requests with a state of
Closed Complete.
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My Requests

Wiew | Closed reguests ' |
Search clozed requests | Q |
Request State Updated
Account Creation Request Clozed Complete @5mago
REQO010006
sabel Ronze

Other Service Portal Components

Search Feature - Allows users to search for specific Service Portal components and
knowledge articles.

How can we help?

N Y

Widgets on the homepage

Current Status Announcements

Mo information available

I No =ystem is reporting an issues

More information...

Current Status - The Current Status widget displays any issues reported in the system
including planned or unplanned outages
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Announcements — Any System announcements will be viewable within this widget.

Current Catalog Items
Below is a list of current catalog requests:

Create Incident

This catalog item will capture data of an incident, then
create an incident.

e Assigns to the Service Desk

e Accessible for all end-users and IT Staff

Account Creation

This request is used to create an account for an employee,
contractor, or board member.

e Assigns to the Service Desk

e Accessible and used by IT Managers

Email Password Reset

Used to reset the email password for a user.
e Assigns to the Service Desk
e Accessible for all end-users and IT Staff

Software Installation

Used to request software to be installed on user’s computer.
e Assigns to the Service Desk
o Accessible for all end-users and IT Staff

Software Upgrade

Used to request software to be upgraded on user’s
computer.

e Assigns to the Service Desk

e Accessible for all end-users and IT Staff

Software Removal

Used to request software to be removed from user’s
computer.

e Assigns to the Service Desk

e Accessible for all end-users and IT Staff

Notifications

Notifications are sent to the users who submitted the request:

e Upon submission

e At the completion of request
e To those with approving authorities
e Additionally, nofifications can be sent when notes are posted on the request




